
MEMORANDUM 
To: Douglas Walls 
From: Shelby Hearn, Sarah Payok, Kendra Shirey, and Kim Toman 
Date: November 8, 2010 
Subject: WRA 202 Project 2 Part B Plan 
 
Overview 
Our group was tasked with conducting interviews in order to collect information on how best to 
redesign the Professional Writing (PW) course description document. This memo outlines our 
plan to receive this feedback. 
 
We have identified the following audiences for the PW document: 

● PW students 
● High school seniors 
● PW faculty 
● MSU academic advisors 

 
We plan to solicit feedback from these groups through both in-person and written interviews, as 
well as surveys. Since PW students are the main audience for the document, we aim to gain as 
much feedback from them as possible. For the other three audience types, we will interview 2-4 
individuals from each group. 
 
Our interview questions will ascertain the following types of information: 

● How students and faculty currently learn about the PW program. 
● What type of information is provided to prospective students about the PW 

program? 
● What type of information is helpful to incoming students regarding the PW 

program? 
 
We believe that the information learned in these interviews will help provide an understanding of 
how the PW course description document is used currently, as well as discover ways in which it 
can be improved. This information will help enhance the overall class effort of developing a new 
program guide. 
 
Goals 
In order to ensure the usefulness of our research, we have identified specific information we 
want to obtain from each audience group. We must gather useful information to provide to other 
groups working on this project as to what people currently know about the program, how they 
use the materials now, and how these materials can be improved. 
 
More specifically, we have set the following goals for each audience type: 
 
PW Students: 



● Collect as much data as possible. 
● Ensure questions asked are easily and quickly answered. 

  
High School Students 

● Determine if this document is useful to high school students. 
● Evaluate how we can cater to their needs as well as current students. 
● Identify if this is a document they would come across. 

 
PW Faculty 

● Identify what PW faculty would like students to know prior to enrolling in class. 
● Ensure that the language used in the document makes sense both to the student 

and the professor. 
● Verify how they currently use the document and learn what they would like to see 

modified for both accuracy and effectiveness. 
 
MSU Academic Advisors 

● How do they find out about and stay up to date on current University programs? 
● Do they know about PW? 
● Determine what types of resources they distribute to students interested in other 

programs 
 
Attached is a document outlining the questions we will ask of each audience type.  
 
Tasks and Delivery Dates 
As all four group members are conducting interviews similar in scale and depth, the following 
timeline applies to all group members’ tasks. Each group member is responsible for a specific 
audience: PW students (Kendra), high school students (Shelby), PW faculty (Kim) and MSU 
academic advisors (Sarah). 
 
November 8 - 12 

● Conduct interviews. 
● Compile and analyze collected data. 

 
November 13 & 14 

● Individually summarize information collected for each audience. 
● Collaboratively write Part C summary report. 

 
November 15 

● Provide a summary document to the rest of the class. 
 
November 22 

● Provide a report draft to the rest of class explaining our findings and analysis. 
 
November 24 



● Submit a final report of our findings and analysis. 
 
Strengths and Weaknesses  
Because we are focusing on a wide range of audiences, we will have solid, substantive data to 
qualify our findings. This is a major strength of our work plan. Division of labor by audience type 
will also allow for more in depth analysis for each group. 
 
We have identified a few weaknesses our project plan. First, we have a limited time to 
accomplish our interviews and we must also rely on the response times and availability of our 
interview candidates. This may limit our data collection. We are also concerned that since each 
of our class groups have the same timeline and deadlines, the applicability of our data for use in 
other groups may be limited. As a result, it is imperative that we deliver our data in a useful and 
timely manner to maximize usability. 
 
Summary 
We will conduct surveys of four different audiences in order to gather information which will 
enable us to accurately and effectively provide data to the other members of our class. Each 
member in the group will be responsible for one of the following groups: 1) PW students, 2) high 
school students, 3) PW faculty, and 4) MSU academic advisors. By gathering data from a wide 
range of audience types, our group will produce a comprehensive report that is useful in the 
overall class project. 
 
 
 



Memo Attachment: Interview Questions By Audience 
 
Questions for PW students: 
1. Prior to this survey, were you aware that a course listing/handout existed? 
 a. Yes 
 b. No 
 
2. Are you a PW major? 
 a. Yes 
 b. No 
 
3. If yes, what year did you declare PW as your major? 
 a. Freshman 
 b. Sophomore 
 c. Junior 
 d. Senior 
 e. 5th year/post bachelor 
 
4. How did you initially find out about the major? 
 a. Online 
 b. From another student 
 c. An academic advisor  
 d. Paper handout 
 
5. How do you usually find out information about classes? 
 a. MSU Schedule of Courses 
 b. Making an advising appointment 
 c. Talking with other PW students about classes 
 d. allMSU.com 
 e. Course overview handouts 
 
6. What would be the easiest/most convenient way to learn more about classes? 
 a. MSU Schedule of Courses 
 b. Making an advising appointment 
 c. Talking with other PW students about classes 
 d. allMSU.com 
 e. Course overview handouts 
  
7. What year are you? 
 a. Freshman 
 b. Sophomore 
 c. Junior 
 d. Senior 
 e. 5th year 



 
Questions for High School Seniors: 
1. What information do you find most useful, when selecting a program from an intended 
College or University? What types of information are you looking for? 
 
2. When looking at a specific program within a College or University, do you research online, 
request to have information mailed to you, or make an appointment to talk to an advisor when 
visiting the campus? Why do you select this means of program research? 
 
3. Do course descriptions play a part in deciding whether or not you like a major or course of 
study? If so, what elements of the course description do you like the most? What excites you 
about taking a prospective class? 
 
Questions for MSU academic advisors: 
1. When a student comes to you looking to change or selected a major, what resources do you 
give them? Where do you send students after your meeting? What is the next advised step? 
  
2. How do you learn about new programs and class offerings on campus? 
 
3. What can programs provide to you to help keep you informed on what is available? 
 
Questions for PW faculty: 
1. What type of information would you like students to know about classes prior to enrolling? Or, 
do you feel students are properly (mentally) prepared for the classes they enter?  
 
2. When a student comes to you asking for additional information about other classes, what kind 
of information do you provide? (Ex: the PW course document, personal knowledge, website to 
visit, etc) 
 
3. Are there any aspects or requirements of a class, beyond the vague description of the course 
catalog, that you feel students should be be aware of when the choose to enroll?  
 
4. Do you believe the current course listing resources provide a thorough and accurate depiction 
of the experience the classes provide?  


